
First step to importing a text file is to open a new spreadsheet.  Select the Data tab and click the From Text icon. 

 

Select Ok if you see this message. 

 

Next step is to select the directory where the files are copied and select the file to be imported. 

 



You will see this window.  Select Next to get to the window allowing the fields marked. 

 

The file contains a header file that marks the beginning of each field.   

 

 



Follow the instructions to create and delete break lines.  Create break lines at the beginning of each field name in the 

first row. 

 

Continue creating and deleting the break lines by scrolling to the right. 

 

 



Continue creating and deleting the break lines by scrolling to the right. 

 

Continue creating and deleting the break lines by scrolling to the right. 

 

 



Continue creating and deleting the break lines by scrolling to the right. 

 

Continue creating and deleting the break lines by scrolling to the right.  At this point all the fields have been marked.  

Click Next for the next step. 

 

 



At this point, there is nothing else to do as the Data is formatted to correctly import into a spreadsheet.  Click Finish for 

the next step. 

 

At this point you will see this screen.  Click Ok to complete the import process. 

 

 

 

 

 



These screen prints show the way the data will look if the steps are followed as shown.  The data is ready to be sorted or 

filtered any way you like. 

 

 

 

 

 

 

 



Save the spreadsheet. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Save the spreadsheet with the state’s name in the same directory as the text file to make it easier to find in the future. 

 

One final note:  The files ending in zip will need to be uncompressed to text files to be imported into Excel. 

  



Field Descriptions: 

CASE NUM  - FHA Case Number 

REFUND  - Amount of Upfront Unearned  Premium owed 

SHARE – Amount of Distributive Share owed 

TERMDT  -  Termination Effective Date:  Date the insurance was terminated or canceled by the mortgagee. 

TERMPROCDT - Termination Process Date:  The date the termination transaction is posted. 

PAIDDT    - Date refund check was issued. 

CANCELDT   - Date check was canceled by Treasury (if populated). 

PROP ADDR  - The property street, for the loan. 

PROP CITY STATE ZIP  - The property city, state and zip code for the loan. 

MORTGAGOR NAME   - Borrower name        

MORTGAGOR ADDR1 – Borrower mailing street address 

MORTGAGOR ADDR2  – Borrower mailing street address 

MORTGAGOR CITY STATE ZIP  – Borrower mailing address city, state and zip 

PAYEE NAME  - Name check was issued to. 

CHECK ADDR1 – Address where check was mailed 

CHECK ADDR2 – Address where check was mailed 

CHECK ADDR3 – Address where check was mailed 

CHECK ADDR4  – Address where check was mailed 


